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UNITED  STATES  DEPARTM^^^T  OF  ASBI CULTUHE 


^fashington  25,  D,3 


SeptemlDer  12,  1944 


ME^iOEAlTDU^^  TO  HEADS  01  ADMINISTHATIOFS  ,  BURSA.US ,  A!TD  OmCES 


There  is  need  for  a  systematic  disposal  iplan  to  retire  records  of  the 
so-called  "standard  forms"  when  they  no  longer  serve  any  useful  pur- 
pose.    Such  a  plan  has  "been  drafted  in  tentative  form  under  the  title 
"Proposed  Disposal  Schedule  for  Standard  Form  Records."    Tw  copies 
are  attached  for  your  consideration. 

After  comments  and  suggestions  have  "been  received  from  the  "bureaus 
and  after  appropriate  changes  are  made  in  the  schedule,  it  vrill  "be 
sent  to  the  Archivist  and  the  Congress  in  accordance  with  the  pro- 
visions of  pu"blic  Law  115,  78th  Congress,  approved  July  7,  1943.  If 
the  schedule  is  approved,  the  "bureaus  and  offices  of  the  Department  of 
Agriculture  will  "be  a"ble  to  dispose  of  "official  record  copies"  of 
standa.rd  forms  without  further  recourse  to  the  National  Archives 
and  Congress  for  disposal  authority. 


Assistant  Tfer  Eood  Administrator 


Assistant  Secretary 


Attachment 


SeptomlDer  12,  19^^ 


Explanation  of  the  Proposed  Disposal  Scbedule  . 
far  Standard  ^orm  Eecords  , 


'The.  plan  is,  f  ixst .to  ..Qbtain  iD'ureau  comraents  and  suggestions;]  second,;  to:- 
inafce  appropriate.. revisions  in  the  light  of  th«se  ; suggestions.;' -  third,  to'-;  . 
su'bnit  the  .;S.che dale:  to.  the  Archivist  and  the  Congress  for  approval r  , and  : 
f  our.th,  -  if .  app^oyed,,  .to- Is  sue  the  schedule  as  a  ;  supplement.  tO;  0,f  flee,  of-,  ■ 
Plant  .^d^^Operations,  PuTDlication  ITo..  1,  "Disposition';Of  Off icial  "Eecords" . 
A  revision,  of,  this  publication  containing  information  and  procedures  fp-j^ 
the  dlspositipn  .of  ■  records  .of  the  Department  ,  is  planned  .ifor  early  publi-  .' . 
cation. 

The.  .ciaterial  in  the  proposed  schedule  h^.s- been  .la.i^gely^.  ;ah-.strp-cted^ 
previ,.pusly  .suhpiitted  by.. the  .bureaus  on  a  aiineographe.d:  f.oBn -in  response  -  to  ;  , 
a  .reOjUes.t  by.  the.  Office  of  Budget  and.  Hnance. ,  ■  Additionaly4-ata;.ha-ve.^-^ 
been.,  supplied  from,  the  ot^er.  stCiff- off  icos .  --.  ■    -  ■ 

The  .proposed -retenti on.  period  ,  for .  es,ch  form  is  the.,  minimum.     Should  a  lesser 
period  prove  essential,  the  bureaus  ■  shoLi3-d  suggest  ihe:-.  preferred -retentipn, 
period  and  the  reasons  therefor. 

.If  ..a  bureau  or.. pffi.ce-y,sh.oijil.di  desire  to  retain  the  ,-333 cord's -  f -or.  a  gr.e;a.ter-  .  ■;, 
period  .thctn  proposed;  .in-,  the.- sckedu}.e  after  it  is  approved- .by  thc-,'ikrchivi-s.;ti  ■ 
it  will  be  necessary »,.'under.-.;the  proposed- plan,  -  fo.r-  s-.- bureau-,  to-:  .s'e'&ure. .  . 
approval  from  the  Office  of  Plant  and  Operations. 

/J-l  -  "AD"  .foiias  and  standard  .forms  prescribed  by .  o the?? -agencies  are  includrr 
ed  in  the  proposed.' schedule.-  Possibly  manj''  of  th.e  fotms"  listed' in  ■  the  ■ .  ■ 
schP-dule  are  not.  currently  ;being: used.    Those  assumed '  to  , be  pbsolete  are 
identified  and  a  proposed  period  of  x-etention  is  also '.shown  so  that  the. 
files  of  these  obsolete  form  records  may  be  cleared.    There  may  be  forms 
listed  as  still  being  used  which  acttially  are  obsolete*'  ■In'some  instances, 
particularly  ivith  personnel  forms,  no  retention  period  is  proposed  for  the 
reason  that  a  number  of  the  forms  are  probably'  not  being  used  .^in-. any  off  ice 
in  ilgriculture.     The  bureaus  are  asked  to  corarnent  on.  these  matters  so .  that 
any  discrepancies  or  omissions  may  be  rectified  in  the  prPposed  schedule. 

The  "record  copy"  of  a  standard  form  is  defined  here  as  the  "official  record 
copy".  ,  Daplicaftes  of  an  "o.ff.icial  record  copy"  may -be 'disposed  of  at  any 
convenient  time  .speqifl.ed:  by.  a  responsible  bureau  officer,-  but  "duplicate 
copies !'.  should  not  be  retaii-ed  after  the  "o.ff  icial- re  cord -copy".  ■hc5.s  been 
disposed  of  as  propcsed  in  the  -schedule.    Upon  approval  laf  the  schedule,  by 
the  Archivist,  it  may  prove  desir^^ble  to  develop  disposal '.schedules  within  ' 
bureaus  for  the  duplicate  copies. 


The  Archivist  may  request  the  Deps.rtment  to  indicate  '^here  the  "official 
record  copies"  are  filed.     Obviously,   the  file  drg-'er  and  the  office  ^'here 
such  a  document  is  held  cannot  be  conveniently  designated.     The  plan  is  to 
indicate  to  the  Archivist  tha,t  any  given  "official  record  copy"  form  is 
filed  in  a  "bureau  or  in  a  Department  staff  office,  such  as,  Budget  and 
Finance,  Plant  and  Operations,  Office  of  Information,  and  Office  of  Per- 
sonnel.    Certain  forms,  ho^'-'ever,  on  the  same  subject  matter  .are  occasionally 
filed  both  in  bureau  files  and  in  Department  staff  office  files  and  the 
schedule  should  sho"^  v-hich  one  of  the  forms  is  the  actua,l  "official  record 
copy".     The  bureaus  are  asked  to  indicate  the  official  record  copies  "'hich 
should  be  filed  in  the  Department  staff  offices.     (ibcamples:    Form  202, 
transfer  household  goods;  Perm  2,  leases. )    This  should  be  done  by  placing 

IV  Ictxer  "  S"  (for  st^ff  office)  opposite  form  number  on  the  return  copy 
of  the  schedule  ^''hich  is  returned  to  the  Office  of  3udget  and  Pina,nce,  It 
i"-ill  be  assumed  ths.t  all  other  official  record  copies  '"ill  be  filed  in  the 
bureau  files. 

At  the  time  of  seeking  this  blanket  disposal  schedule  authority,  the  Archi- 
vist i''ill  also  be  requested  to  authorise  the  Department  to  dispose  of  conr- 
cui^r-ently  any  bureau  or  office  form  records  "'hich  support,  append,  or  supp- 
lement any  of  the  standard  form  records  listed  on  the  schedule.     This  action 
is  based  on  the  a.ssunption  that  such  forms  developed  by  the  bureau  r'ill  not 
be  needed  for  a  greater  period  of  time  than  the  parent  form.     Comments  on 
this  matter  are  solicited  from  the  bureaus. 

Approval  of  the  proposed  schedule  by  the  A.rchivist  vill  act  to  supersede 
the  retention  periods  approved  on  previous  schedules  of  standard  form  records. 
After  approval,  requests  for  deviations  or  exceptions  '^ill  hav^  to  be  filed 
"•ith  the  Office  of  Plant  and  Operations  in  the  prescribed  manner. 

This  schedule  presents  forms  tha,t  are  comjnon  to  the  Department  of  Agr icultu-^e, 
and  other  agencies  of  the  Federal  Goverrunent,     They  have  been  promulga.ted 
by  the  agencies  indicated  herein,  under  prescribed  authority,  as  a  means 
of  establishing,  coordinating,  and  ma.intaining  uniform  policies  and  operat- 
ing procedures  for  activities  '"ithin  their  jurisdiction. 

Office  of  President 

Burea.u  of  the  Budget 

Department  of  the  Treasury 

Civil  Service  Commission 

U.S.  Bnployee's  Compensation  Comirission 

Depa.rtment  of  Agriculture 

The  schedule  is  comprised  of  Standard  forms,  listed  in  numerical  sequence 
sho^ying  title  and  functional  classification  of  each  form.     The  functional 
classification  indicates  the  general  purpose  for  --'hich  the  form  is  de- 
signed and  a  letter  of  the  alphabet  is  used  as  symbol.     This  schedule  appears 
under  t^-o  headings: 

1.  Standa.rd  Forms,  U.  S.  Departraent  of  Agriculture 

2,  Standard  Forms  issued  hy  other  Feder-^l  Agencies  for  General  Govern- 
mental Use, 


-  3  - 


J'unctional  Classification 

A  -  Persoml  Services 

Under  this  heading  are  grouped  forms  that  relate  to  expenditures 
for  salf^xies  and  "-ages  or  other  services'  of  officers  and  employ- 
.ees,  either  civil  or  military,  of  the.  Federal  Government.  This 
classification  also  includes  compensation  for  special  services 
rendered.  'Dy  consultants  or  others  emplaysd  on  a  per  diem  or  hourly 
"basis,  and  cKsh  allo^^'ances  for  qij^rt-erg-,  heat,  light,'  or  other 
cash  onoluments  incident  to  personal  services.  - 

B  -  Travel  (Ikpenses)  ■ ' 

This  classification  includes  forms  that  are  used  in  accounting  for 
e35^enditures  incurred  in  connection  ^ith  travel  performed  in  accord- 
ance ^'ith  the  Standardized  Government  Travel  Kegulations, 

C  -  Transportation  of  Things 

Includes  forms  to  facilitate  transportation  of  things  payable  hy  the 
Government  and  care  thereof  "-hile  in  transit, 

D  >-  Communications  Services 

Terms  relate  to  transmission  of  m^'ssages  or  communications,  telegraph 
radio,  telephone,  mail,  etc, 

1  -  Accidents  '^nd  Claims 

Forms  for  reporting  injuries  to  civil  employees  of  the  United  States 
I'hile  performing  their  official  duties,  also  motor  vehicle  accidents 
and  claims  resulting  therefrom  or  from  other  services. 

F  -  Acquisition  and  Disposal  of  Supplies,  Property  and  Equipment,  and 
Services  other  than  Personal 

Forms  pertaining  to  contractual  services  for  rents,  printing'  and 
binding,  supplies,  ma,terials,  equipment,  property  (including  real), 
repairs  and  alterations,  construction  of  "buildings,  etc, 

G  ~  Control  and  Accounting  of  Federal  Funds  -  Sxpendituros 

Under  this  heading  are  grouped  forms  to  fj^cilitate  the  control  and 
acco'unting  for  all  moneys  adoninistered  pnd  expended  oy  the  various 
Federal  Agencies, 

H  -  Control  and  Accounting  of  Federal  Funds  Heccipts 

Forms  to  facilitate  control  and  accounting  for  all  moneys  received  lor 
deposit  for  the  account  of  the  Treasurer  of  the  United  St^ttes. 


I  -  Personnel  Records 

Jorms  for  personnel  recoT'd  ^"-ork. 

J  -  Control  and  Accounting  of  Feder-^.l  Property 

Porms  to  account  for  and  control  disposition  of  accoujitalDle  Pederal 
property  including  maintenance  and  repa.ir  thereof. 

The  proposed  schedule  ^'-s  prepared  "by  the  Office  of  Budget  and  Finance  in 
cooperation  ^i^^ith  the  Offices  of  Information,  Plant  and  Operations,  and  Per- 
sonnel,    Your  comm.ents  and  recommenda^tions,  ■'written  on  one  of  the  attached 
copies,  should  "be  sent  to  the  Office  of  Budget  and  Pina.nce  not  la.ter  than 
Kovemher  10,  1944,     Additional  information  may  he  secured  oy  calling 
Extension  3207. 
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PEOPOSED  DISPOSAL  SCHEDULE  FOH  STAHDAPJ)  FOPl'I  HECORDS 


Standard  Forms,  U.  S.  Department  of  Agriculture 
"AD"  Forms 


5 


^orm  No. 

Functional 
Symbol 

.  .,,  Proposed  Retention 
'    Title  or  Indicated  Use                   in  Years 

1 

A 

Payroll,  Personal  Services,,  D,  C. 

5 

la 

A 

Receipt  For  Cash  Payment  for  .Personal 
Services 

5 

2 

A 

Payroll,  Personal  Services,  Outside  D,  C, 

5 

3 

A 

Voucher,  Personal  Services,  (one  person 
only) 

5 

4: 

JJ 

Tra^vel  Expense  Voucher 

O 

4a. 

Si 

Siibvoucher  For  l^ieals  and  L6d.ging 

O 

5 

■p 
J! 

Voucher  for  Purch=!ses  a.nd  Services  other 
than  ,  per  sona.l 

c 
D 

6 

I 

Public  voucher  for  Adv.  - 

5 

14 

F  •  .  .  .  ., 

^teq,ues-G  For  Supplies,  Equipment  or  Services 

5 

14A 

F 

ti          n           tt                II           II  iJ 

5 

15 

B 

Field  Diary  and  Travel  Record 

3 

16 

I 

Application  For  Leave  (For  7--hour  employees) 

3 

16A 

I 

"       "      (For  8-hour  employees) 

3 

17 

I 

"            "        "  TiTashington 

3 

17A 

I 

II            M        1.  Field 

3 

18 

F 

Statement  of  Script  Used 

3 

19-Eevised 

F 

Request  For  Ma,iling  (^'hite) 

5 

19-Revised 

F 

"         "       "  (yelloT') 

K. 

19-P.evised 

F 

"         "       "  (pink) 

1 

19-Revissd 

F 

"  .       "        "  (green) 

0 

20 

J' 

Property  Lost  or  Destroyed 

3 

20a 

Disl3ursement  Schedule 

3 

6 


Form  Ho. 
22 
23 

24~Hevised 


Functiona.l 
Sym'bol 

B 

J 


'^^6 

27 

28 

28A 

32 

35 

37 

38 

38A 

38  B 

38  C 

38D 

38E 

38F 

38G 

39 

40 

41 

41A 

42 


F 
D 
I 
I 
I 
C 
A 
F 
F 
F 
F 
F 
F 
F 
F 
I 
F 


Proposed  Retention  Period 
Title  or  Indicated  Use  in  Years 

Statement  of  Travel  By  Motor  Vehicle  Oosolete-5 

Survey  Papers ( Surplus  Equipment)  Obsolete-S 

Ciaici  For  (Loss  or  Ife,mage  .To)  Private  5 
Property  and/or  Persona.l  Injxiries 

Report  of  Sales  of  Property  Out  of  5 
Washington 

Invoice  of  Property  Purchased 
Rush  Slips 

Recommendation.  For  Promotion  (Thick) 
Recommend^^tion  For  Promotion  (Thin) 
RuTD'oer  Stamp  Request  , 
Charge  Slip  Covering  Express  Shipment 
Memorandum  -  To  accompany  Cash  Pay 
Purchase  Orders  (Office  of  the  Secretary) 


Resignation  Blank 

Invoice  of  Material  Consigned  for  Sale 
to  Department  of  Agricult"are  ''^^elfare 
Store 

Recommendation  To  The  Secretary  (Thick) 
Recommendations  To  The  Secretary  (Thin) 


5 
0 

Obsolete- Preserve 
Obsolete-Preserve 
Obsolete-1 
3 

3  I 
5 
5 
5 
5 
5 
5 
5 

Preserve 


rre serve 
Preserve 


Letter  To  Claims  Division  General  Accounting 
Office 


7 


^  ^"U-nctionp.l  Proposed  Retention  Period 

Form  1^0,        '    S^Tii"bol  '  Title  or  Indicated  Use  in  Years 

43  G-  Distri'Du.tion  of  Expend itures  Preserve 

43A  G     ■  II         II             II  II 

433  G  ji         II         ■     ft  n 

45  I  Authorization  To  Administer  Oaths  Ohsolete) 

)2 

4';')  I  Revocation  of  Authorization  to  Administer      "  ) 

Oaths  ■ 

4?  B  Receipt  of  Cash  Payment  3 

48  G  Combined  Account  3 

49  C  Dray  Tickets  3 

50  I  ieave  Record  Cards  5 

51  I  Ms,ster  Retirement  Card  Preserve 

52  D  Registered  Package  Franks  0 

^  54  I  Identif ics.tion  Cards                    Destroy  after  cancellation 

55  B  Memorandiim  of  Traveling  SJxpenses  3 

56  C  Memorandtim  to  Drayage  Companies  3 

57  F  Laundry  Tickets  3 

58  H  Certification  of  Eligi"bles  (Thick)  1 
58A  H  II    ^       II           II          (Thin)  1 

59  J  Transmittal  of  Manuscripts  1 
59A  J  Receipt  of  Manuscripts  1 
59B  J  Transmittal  of  J.aa,nuscript  1 

60  G  Schedule  of  State  Tax  on  Gasoline  5 

61  3  Authorization  to  Attend  Meetings  -  5 

52  D  Telegrsjn  Confirmation  Blanks  0 

54  F  Authority  to  Advertise  5 

66  I  Summary,  of  Recommends.t  ions  for  Promo-  Ohsoleter-1 

tions 


8 


Porn  No. 


66A 
5  SB 
70 
71 

V:5 

73A 

733 

73C 

74 

75 

76 

77 

78-Revised 

79 

80 

BOA 

81 

81A 

83 

83A 

85 

8  5A 
85B 


Functiona,! 

Symbol 

I 
I 
B 
3 
I 
7 

F 

r 

F 
G 
D 
F 
D 
I 


Title  or  Indicated  Use 


proposed  Retention  Period 


in  Years 


D 
D 
I 

I 
D 

D 

,D 


Si:imm3,ry,  "o;;  Grades  (Departmental) 

"         "         "  (Field) 
Government  Travel  Allowance  -  Actual  Expense 

»  , "  ,         »  -  Per  Diem 

•Request  for  Daplicating 


Obsolete) 
)1 

Obsolete) 

5 
5 

Obsolete-3 


Request  for  Drafting  or  Photogr!?phic 
*7ork 


II  ti 


II  II 


II  It 


Obsolete) 
) 
) 

Obsolete) 


Request  for  Publications 

Request  for  Farmers'  Bulletins 

Monthly  Revision  of  Estimates 

Mailing  List  Drop  Card 

Request  for  Printing  a,nd  Binding 

Ivisiling  List  Add  Card 

Report  of  HnplojTiient  to  the ■  Secretpry 
Under  Act  of  June  26,  1930.  (Original) 

Report  of  Bnployment  to  the  Secretary 
Under  Act  of  June  2.6,  1930.  (Carbon 
Sheets) 

Foreign  Mail  Order  (Original)' 

"         "        "  (Duplicate) 

Request  for  Approval  of  President  to 
Fill  Vacancies 

Request  to  Fill  Vaca.ncies 

Telegraph  Blanks,  .Blue ,( Incoming) 

"  "      ,   Green ,      "    ,.  ■ 

"  "      .  Pink  " 


)3 

Obsolete) 
) 

Obsolete) 

0 
0 
2 
0 
2 

Preserve 
Obsolete-l 

Obsolete-1 
1 

Obsolete-1 

Obsblet e-1 
0 
0 
0 


Functiona.l  1. 


Form  No. 

Symbol 

•  SCitle  or  Indicated  Use 

in  Years 

86 

B 

'BraV-el- Regulations    '     ■  .'"  • 

Obsolete-1 

87 
87A 

A 
A 

Salary  TalDles 

Su'ppleinent  to  Salary  Tables 

Obsolete) 
)5 

Obsolete) 

88  ' 

. .  jj  . 

Fiscal, ; ^Property  and  ,Admip,istr°t ive 
Segulatibns 

Obsolete- 5 

88A 

• .;  Am.^dments  to  (Fiscal ,  .  Property  and 
.  Aciffiinistrative  Hegulat  ions')  ■ 

Obsolete- 5 

89 

I 

Request  for  Lease  Clearance 

Obsolete-5 

90 

"  i 

Report  of  Snployees 

Obsolete-1 

91 

G 

Dq.ily  Record  of  Registry  Mailings 
(articles,  the  value  of  "'hicii  is  more 
than  $5.00  but  less  than  Jl,  005)  _ 

30  days  • 

92  ' 

.  •.  - 

G  ■■■■  ■ 

■  ■'fe.tly  Record  of  Registry  Mailings  ■■ 
(articles^  the  V8,lu'e  of  ''"hich  is 
$1,005  or  more) 

30  days 

93 

Memorandum  of  Correct  ion 'in,'"  Sabappropr is- Preserve 
tion  Charges 

94 

G 

Voucher  for  Losses  Sustained    Due  to 
Depreciation  of  Foreign  Currencies 

3 

95 

^■'Supplies  Credit  Slip 

5 

96 

A   •  ■  •■ 

Pay  Roll  for  Personal  Services,  ^orks 
'  Project  ~  Hourly  ^a,sis'  ■  • 

96a 

A 

Memorandum  for  Pay-  Roll  for  Personal 
Services,  Works  Projects  v-  Hourly  Basis 

.5: 

96b 

A 

Continua.t  ion  Sheet  for  AD9'6 

5 

96c 

A 

Memorandum  for  AD95b 

5 

97 

A 

Pay  Roll  for  Personal  Services  and  O^^^rler  5 
Operated  Equipment,  Teams,  Trucks,  etc* 

97a 

A 

Memorandum  for  AD97 

5 

97Td 

.  A 

Continuation  Sheet  for'  AIg7 

5 

^  97c 

A 

Memorandum  for  AI^7b 

5 

10 


Fgnct iQna.1  .  _   ^  proposed  Retention  Period  ^ 

Form'  I'/o«"         ' ,  Symbol  .     Title  or  .  Ind^C-git-e'd- Use  in  Years 

98  A  Pay  Roll  for  Personal  Services  -  '^orks  5 

^rejects  -  Semimonthly  Basis  E-H 

98a      .  ;  A  liemorandum  for  AD98  ,.  5 

9813  •  .      A  Continuation  Sheet  for  AIS8  5 

99  .   •  ■- .  Application  to  General  Aceoimting  Office  Obsolete-Preserve 

for  Direct  Settlement  of  La.nd  Acquisi- 
tion Account.  ■  ■ 

100  G-  Bond  of  Indemnity  (Advance,  "Subsistence  3 

Expense  Act  of,  1926"  and  Act  of  '■' 
June  3,  190:S  ) 

101  ■  ■  G''  Bond  of  Indemnity  (Advances  under  Act  3 

of  June  3,  1902) 

102-Ilevised         D  Toll  Call  Certif-idate  ■    r\'-'^  5 

103  J  Snployee's  License  ^.       Destroy  when  canceled 

104  A  P=)y  Poll  for  PersoiisJ  Services- arid'  Obsolete) 

Equipment  (Original).'  ?  '  '       '      "  )  ^ 

)  a 

104A  -    A  Pay- Roll  for  Per sona,l  Services  and  Obsolete) 

Equipment  (Continuation  Sheet-Original)  ) 

) 

104B  A  Pay  Roll -fcujrPersonpa  Service  s.nd  Obsolete) 

Equipment '  (Membi^rndum)  ■  ■     '  )5 

) 

104C  A  Pay  Roll  for  Personal  Service  and  Obsolete) 

Equipment  (Continua^tion  Sheet-Memorandum)  ) 
.   .       .  ..  .  '-.■  ^         ^■['  ■  ) 

104D  A  Pay  Roll  for  Personal  Service  and  Obsolete) 

Equipment  -  Short  ^orm  (Original)  ) 

- .  ,,.^,.r -  ■■  ^  ) 

104E  A  Pay  Roll  for  Personal ^Set^ ice  and   "  Obsolete) 

Equipment  -  Short  Eorm  (Memorandum) 

105  E  Check  Mailing  Slip  - 

106  J  ^    Property  Record  Card'  (^ite)  Preserve 
106  J  Property  Record  Card  (Sg.lmon).   :  .  ^  " 
106  J            Property  Record  Card  (Blue)    " 

106  J  Property  Record  Card  (Yello^"')  „  " 

107  J  Report  of  Transfer  of  Property  5 

108  J  Report  of  Property  Constructed  5 
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Fignctional- '   : '••  ■      C     .  Proposed  Ret ont Ion-. Peri od 

Perm  No.  Symbol  Title  or  Indicated  Use  in  Years 

109  J  Report  of  Surplus  or  Unserviceable  5 

'■  -  Property 

110  J  Authorization  for  Disposition  of  5  , 

Serviceable  Property 

111  ..  J  .  ,         Report  of  Disposition  of  Property  5 

111a  J         '  Physical  ■  Inventory  Report  (Continuation  5 

Sheet)  (Obsolete) 

112  J  Report  of  Loss  or  Damage  of  Property  5 

113  •    ■  :  J  Physical  Inventory  Report  for  the  Period  5 

Ending 

113A  J  Physical  Wentory  Report  Continua.t ion  5 

-  Sheet  ;  ... 

114  D  Secretary's  Correspondence  (Routing  Slip)  0 

115  I  Statement  of  I'erquisites  Obsolete-5'- 

116  '     'G  Statement  "of  Balancep      .(general  Ledger  Obsolete-Preserve 

Accounts  (Obsolete) 

117  Gr  Schedule  of  Balances  ..Shoving  Status  of      Preserve  '■' 

Appropriations 

119  P  Contract  for  Preparation ,, of- Abstracts  Preserve 

of  Title 

119a  P  Certificate  of  ..?itle  (.Assigned  to  Soli-  Preserve 

citors  Office) 

119b  P  Indexes  to  Book  and  Page  References  Preserve 

(Assigned  to  Solicitors  Office) 

120  H  Application  for  Snployment  0bsol6te~l 

122  I  Pield  Classification  Sheet  Preserve 

123  P  Erection  and  Repa,ir  Approval  b 

124  G  Statement  of  Balance 

125  I  ■  ~   . .  Personnel  Questionnairs  Preserve 

126  I  i^^otificat ion  of  Personnel.  Action  (Sets)  " 
12 6P  I  Personnel  ;-t'Totif ic9,tion  (Pield)  " 

127  P  Purchase  Order Vendors  Invoice  5 


X2 


Torm  Ho. 

.  -'Puaetioml 
Synbol 

■       -■  •  '                                      Proppsed'^lletention' Period 
'Title  or  Indicated  Use                   in  Years 

127A 

I 

Purchase  Order  -  Vendors  Invoice       ■  5 

128a  ' 

I 

Shield- ■P'a^cha/se 'Order  -  Yend.or's  Invoice"  5 

128  c 

I 

Field  Purchase  Order  -  Vendor's  Invoice  5 

130 

Bond,  -JHA^nds  and  P^^operty-                        '5  years  after 
•     .,  ■  ,..               ,  •                     expiration  da.te 

131  ■ 

G       ■  • 

•  Bdnd  Covenriiig- ^'plc^ees  Vhere  fu^^      of         5  years  after 
Corpora^tions  are  held  in  Trust  "by  the         expiration  date 
United  States               .    :  ■; 

132 

I 

Referring  of  SLigiMes^  (Origina.1)  Obsolete-l 

132a 

I 

"        "           "         (Memo)     ■  Obsolete-1 

134 

■  I 

Persona,!  History  Abstract  Obsolete-l 

135 

■■■■ 

Monthly  Suraraary  of  Circumsta'nces  and  Causes  5 
„' of'-'Injiiries                                                                    -  ; 

136 

E 

Harrqtive  Heport  of  Accident  5 

137 

J 

Boiler  and  Pressure. Vessel  Inspection  Report  5 

138 

,..  .     ..  J 

"Heport > of' Receipt  of'  Ho r:-Ibcpenda.b^  O^bsolete-S 
Property                          '  -  ■  '  - 

140 
142 

I 

■           I  • 

■■ledu^st' f or  ATit.hor'lzatlo'n 'to '-'Minister'  Obsolete) 
Affidavits                     ■  I  ■         .  :  ) 

■■•Req.iiest  for  Revocation  of  Authorization-  Obsolete) 
t6.  Adliinistter/:Afrrda.vlts           ■  .  ) 

150 

Statement -of ..  Of^icial.vAlatt^r^'Ma.iled  Free  Obsolete-2 
of  Postage 

152 

• 

G 

Report  of  Indebtedness  to  Accompany  0t)solete-5 
CSC  Porm;--280&^(Qps.61fe1;e);:oi '-: 

154 

•  3 

Justification  for  Ai'4»,  Travel^  ■                                3        ■  : 

160 

.  •  G 

Bonds,  Funds  and- Property' (Special  for         5  years  after 
Employees  not  holding  Secretarial  Appt. ),   expiration  da.te 

161 

G 

Bond  Covering  Jinployees  ^ere  Funds  of         5  years  after 
Corporations'  a.re""held  iii  Trust  'by  the    ■      expiration  d3,te 
United  States  (Special  for  Sbployces  not 
Holdin-g  Secretarial  "Appt,  )  ■■'  '  • 

1 


€ 
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Functional   '  Proposed  Retention  Period 

Form  1^0.  Sym-bol  ' --  Title  or -  Indicated  Use  in  Years 

170  (l)  D  :  Correspondence  Beference  Sheet     ■.  * 

172  D  I/iail  Control  Sheet  * 

180  D  ,  .■  lovm  r  Fast  Comsranication  -  .Messages  * 

180A  D  "  "  "  "  * 

1803  D  Confirmation  -  Telegram  * 

186  J  Record  of  Cost  of  C-overnment      Orned.  Motor  -         3       ,  ■ 

Propelled  Passenger      Carrying  Vehicle 

187  tT  Gperption  Record  -  Covernnient ■  -  O'fned  OTDsolete-3 

Motorized  Squipment 

188  J  Cost  of  Operating  Government  -  Ov^ned  OTDsolete-3 

Motorized  Equipment  (17  xl0-l./2) 

190  J  Request  Form  (ivlotor  Transportation)  1 

(Motor  Vehicle  Relea.se) 

196  I  Request  for  Retirement  Record  Card  Preserve 

200  Bequest  for  Authorization  (Travel)  3 

202  B  Authorization  (Travel)  3 

204  B  Authorization-  General  (Travel)  3  . 

206  ^       3  Authorization  -  Amendment  (Travel)  3 

209  0  Schedule  of  Letters  of  Authox^ization  for  3 

,  the  Transportation  of  Household  Goods. 

215  F  General  Conditions  Applicable  to  Supply  3 

Contracts 

218  F  Request  for  Isstiance  of  Invitation  for  3 

Bids 

220  C  Freight  Ra.te  and  Routing  Request  3 

224  F  Invitation  for  Cash  Offer  for  used  3 

Equipment 
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Functioml  •  F  ropo  s  ed;-,  P-et  cn t i  on  -Period 

Form  Ih,  Symbol  Title  or-  Indicated  Use  "  in  Tears 

225'  J  •  Special  •Frovisions,  Applicable  to  all  3 

Firrchp.ses  of  Automotive  Trucks  and 
Passenger  Cars  ;„  ' 

230'  3)  -  Statement  of  Official' i^ong  Distance  Calls  5 

232  D  Statement  of  Difference  -  Long  Distance  '5 

and  Interzone  Telephone  Calls 

234  ■;J  :  ,-:.    .  Charge. -  Oat  C=^rd  .  * 

236  D  Directory  and  Telephone  Identification  Obsolete 

.,.  XCa^d)    •  Destroy  after  cancellation 

238-Hevised         F  General  Conditions  Applicable  to  Service  3 

.  vqntraC:t6-C       l  :■:  y:xre-;       r-/ ^-.--^ 

240  F  Form  Letter  (Distribution  of  Bid  Invita-  3 

.        tior^s  to  3urea,u  Federal  Offices) 

244  F  Request  for  Purcha.se  of  Publications  3 

245  '       '      -J         '    U.S.D.A.  Library' Call  "Card 

246  F  Form  Letter  (To  Division  of  Purch-^.se,  Sales,  3 

and  Traff  ic,  .  He:  Bids).,,... 

2  50  E        .; . .  A(Sc  iden.t.-  ■  Hepor.t  .-.  >  ..•  .  ;  5  . 

252;  C  General  Information,  to  .Shplcvj^ees  Requ  3. 

the  iviovement  of  Household  Goods  at  Government 


256                     '  B  '  ■  '  Identification  Folder  for  Use  in  Connec-  2 

,     ., ,  ,    t.ipn  .'^rith  Foreign  Travel 

258                       F  Rene^'^al  of  Canvass  Statement  3 

270'                    ■■■l3  '    -'-Request  for  Duplicating  Services  3" 

271  D  Request  for  Photographic  Services  3 

272  D  Photographic  Guide  0 


i 

Standard  Forms  Issued  "by  Other 
Federal  Agencies  for  General  Governmental  Use 
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Foi-m  Ho. 
1 
2 


Functional 
Symbol 

T 


3a  G 

4-  0'bsolete  I 
4a- Obsolete  I 

5-  Obsolete  I 

6-  Obsolete  I 
7  I 
S-OiDsolete  I 
9  C 

10-  Obsolete  C 

11-  Obsolete  G 
12~0bsolete  ■  G 

13  I 

14  D 

14a  X) 

15-  Obsolete  I 

16-  Obsolete  I 
17  I 


^^oposed  Retention  Period 
Title  or  Indicated  Use  in  Years 

Requisition  for  Printing  aiid  Binding  3 

Standa.rd  Form  for  Government  Lease      3  years  after  expiration 

In  bureau  10  years  P  &  0. 

Es-t'imates  of  Appropriations  ^squired  for  Preserve 
the  Service  of  the  Fiscal  Year  ending 
June  30,  19  

For  use  in  Preparing  Schedules  of  Expendi-  J*reserve 
tures  to  Accompany  Sstimates  for  Lump-sum 
a,r»propr  iat  ions 


Personnel  Journal 

Cimnges  in  Civilian  Personnel 

Completion  of  Personnel  Journal 

Personal  History  Statement 

Service  Record  Card 

Oath-  of  Office 

Report  of  Shipments 

Request  for  Routing 

Waiver  of  Apportionments 

Apportionment  of  Appropriation 

Abstract  of  Official  Record  of  U.S. 
Government  Fmployees 

Telegram  -  Official  Business  -Govern- 
ment Rates 

Telegram  -  Official  Business  -Govern«- 
raent  Rates 

Request  for  Reinstatement 

Request  for  Transfer 

Report  on  Probationary  Appointee 


Obsolete-1 
Obsolete-1 
Obsolete-1 
Obsolete-Preserve 

Preserve 
Obsolete-1 

3 

3 

Obsolete-3 
Obsolete-3 
Obsolete-5 


Obsolete-Preserve 
Obsolete- Preserve 
.Obsolete- Preserve 
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Functional  •-'  [■_  ['_  Proposed  Retention  ?eriod^ 

Form  Ho.  S^onbol:    '  ;  -  .  Title^^r"  Indicated  Use..:  .  in  Years 

:  18         ■  '  3        •  ■  Transportation  Request  Register,  ;Seri;gt^  3 

19  A  Bond  of  Indemnity  -  Advances,  "Subsistence  3 

Ibcpense  Act  of  1926"  .  - 

.'20  •/  :   r.:        ,    Standa,rd  Government 'Form-  of  Invitation- for  3 

Bids  (Construction  Contract) 

21..  -    ,  Standa.rd  Government  I'orm  of  . Bid  (Construction  3 

Contract) 

22  I'  ■  Standard  Government  Instruction  to  Bidders  3 
:       o./  ':  (Construction  and  Supplies) 

23  I'  Standard  Government  Form  of  ■-Contract  3 

( Construction) 

24  F  Standard  Government  Form  of  Bid  Bond  3 
.,  ,  .                         ( Cons t??ucVioii  and  Supply)         :  "        -  ■ 

25  ■ ..     ■       ■  '  F  Sta.ndard.  Government  •Form  of  Performance  Bond  ,  ■  ■  .  3 '  -: 

(Construction  or  Supplies) 

26  F  Driver's  Report  -  Accident,  Motor  Transporta-       3  ^ 

tion  ■:  ■  ■■ 

27  .      E  Investigating  Off icer's  Report      Accident,         .  3 

Motor  Transportation 

28  E  Claim  for  Ibmages  -  Accident,  Motor  3 

Transportation  '.  '■ 

30  .  F  Standard  Government  Form  of  Invitation  :  .    ■.:  3  • ' 

for  Bids  (Supply  Contract) 

31  F  St?5nda,rd  Government  Form  of  Bid  (Supply  3 

.c  .  'Contract)  - 

32  F  Standard  Government  Form  of  Contract  3 

•  ••■  - ..  ..(Supplies)  .  • 

33  F  Standard  Government  Short  Form  Contract  3 

,•  •     (Supplies)         •      -  :  - 

34  F  Standard  Government  Form  of  Annual  Bid  Bond  3 

(Supplies)  ...  . 

,35  •  F  Standard  Government  Form  of  Annual  Performance  -3 

Bond  (Supplies)  ^ 

36  F  Stands.rd  Government  Form  of  Continuation  3 

Schedule  for  Sta.ndard  Form  31  or  33  (Supplies) 
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Functional  Proposed  Retention  Period 

PoriD  Ko,  Symbol    Title  or  Indicated  Use  in  Yea.rs 

37  I  Notice,  of  Retirement  Status  Preserve 

38  I  Certificate  for  Continuance  in  the  Service  Preserve 

39  I  Request  for  Certification  ,      .  -  1 

40  D  Contract  for  Telephone  Service  -  The  United  3 

States  of  -America 

41  F  Standard  C-overnment  Form  of  Contract  (Coal)  3 

42  F  Standard  Government  Instructions  to  Bidders  5 

(Coal) 

43  F  Stands.rd  GovernSient  Purcha.se  Conditions  (Coal)  3 

44-  0t)solete       C  Motor  Fuels  Tax  Exemption  Certificate  0bsolete~3 

45-  0"bsolete       C  Ho  tor  Fuels  Tax  Exemption  Identification  Obsolete 

Card  Destroy  after  cancellation 

46  I         ■  Request  for  (Transfer  Obsolete-l 

(Reinstatement 
( Change  in  Status 

47-Obsolete        I  Personnel  Affidavit  Obsolete-Rreserve 

48  I  Recommendation  for  Classification  (Under  Preserve 

the  Ramspeck  Act  and  Section  1  of  Sxecu- 
•  tive  Order  Tio.  8743) 

49  I  Recommendation  for  Classification  (Under  Preserve 

the  Ramspeck  Act  and  Section  6  of  Executive 
Order  1%,  8743) 

50  I  Change p  in  Civil iaja  Personnel  Obsolete-5 

51  I  Report  of  ^Efficiency  Ra.ting  3 

52  I  List  of  Efficiency  Ratings  3 

53,^  I  Recommendation  for  Classification  (Under  Preserve 

Section  1  of  Execu.tive  Order  No.  8833) 

54  I  Recommenda.t ion  for  Classification  (Under  Preserve 

Section  1  of  Executive  Order  Ho.  8833  and 
Section  6  of  Executive  Order  Ho.  8743) 

55  I  Recommenda-tion  for  Classification  (Under  Preserve 

Section  2  of  Executive  Order  No.  8952) 
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?unction3,l'' 


56 
57 


58  I 

60  I 

61  I 

61a  ■  X 

62  .-.y I 

1001~0l3solete  G 

1002-  Obsolete  G 

1003-  -0-bsolete  -  G 

1004-  OlDsolete  G 

1004-  A-O^osolete  -G 

1005-  Obsolete  G 

1006-  Obsolete  G 

1007-  Obsolete  G 

1008-  Obsolete  K 

1009-  Obsolete  •  H 

1010-  Obsolete  G 

1011-  A-Obsolete  .G 


•  Proposed  Retention  Period 

Title  or  Indicated  Use  in  Years 


Secomraerj.dation  for  Cln.s?ii  ication  (Under 
•Section  2  of  Executive  Order  8952  and  , 
Section  6  of  Ikecutive  Order  8743) 

Application  for  Federal  Snployment 


Preserve 


If  employed  5  year 
Others"  ise  1  year 


Contimoa.tion  Sheet  for  Question  27,  "Applica-  do 
.tion  for  Federal  S-aployment,  Standard 
Porm  Ho.  57"' 


Application  for  Federal  Sfeployment  -  Short 
Porm 


do 


Oath  of  Office,  Affidavit,  and  Declaration  Preserve 
of- Appointee  •     .   .  .  • 

Oath  of-  Off  ice,:  Affidavit.^nd  Declara-tion  Preserve 
of  Appointee 

Hecord  or  S?§uest;  for  A  approval,  of  Promotion  5 
and/ or  Assignment , 


Appropriation  Ledger 

Allotment  Ledgef 

,  Schedul  e  'of .  Di  sbur  s em ent  s     ,  , 

Register  of  A-Q_(3.ited  Vouchers 

Register  of.  Audited  Youchers 

Register  of  (insert  sheets) 

Register  of  (item  col-omn; 

first  sheet) 


Obsolete-Preserve 

Obsolete-5 

Obsolete-5 

Obsolete-3 

Obsolete-3 

Obsolete-3 

Obsolete-3 


Register  of  Disbursenents  and  Disb-ursing  Obsolete-5 
Officers'  Advances 


Register  of  Receipts 


Obsolete-5 


Register  of  Deposits  of  Collections  and  Obsolete-5 
Unexpended -Balances 


Expense  [  Distribution]  Ledger  . 
Expense  [  Distribution]  Ledger 


Obsolete-5 
Obsolete-5 
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Form  No. 


Functioml 
Symbol 


Title  or' Indicated  Use 


Proposed  Retention  Period 
in  Years  * 


lOlSa-Obsolete 
1012a-Eevised  B 


l012c-0T3solete 
1012c-Revised  B 


1012e-0bsolete 
10l2e-Revised  3 

lOlSlD-Obsolete 
lOlSb-Revised  A 


lOlSc-Obsolete  A 


lOlSe-Obsolete 
1013e-Revised  A 


1014 

1014-A 

1014-A 

1014-C 

1014-D 

1014-  M 
1015 

1015-  A 


G 
G 

&■ 

Gr 

G 
G 
G 
G 


1015-  B  G 

1016-  C  G 
1015~D  G 
1015-W>-0l?solete  G 
lOlS-Y-OiDsolete  G 


Voucher  for  Per  Diem  and/ or  Reimbursement  of  5 
Expenses  Incident  to  Official  Travel  (memorandum) 


Voucher  for  Per  Diem  and/or  Reimbursement  of  5 
Expenses  Incident  to  Official  Travel  (con- 
tinuation sheet  of  memorandum) 


Statement  of  Travel  by  Motor  Vehicle 


Pay  Roll  for  Personal  Services  (Employees  on 
Annual  Salary  Basis)  (memorandiom,  brief  on 
back) 

Pay  Roll  for  Personal  Services  (Employees  on 
Annual  Salary  Basis)  (first  and  follo'r  sheet 
of  memorandum) 


Pay  Roll  for  Personal  Services  -  Short  Eorm  5 
(memorandum) 

General  Ledger  (ruled)  Preserve 

General  Ledger  (uni-uled)  *  Preserve 

General  Ledger  (ruled)  '  Preserve 

General  Ledger  (unruled)  Preserve 

General  Ledger  (unruled)  Preserve 

Disbursing  Officer  Ledger  (ruled.)  Preserve 

Allotment  Ledger  (ruled)  5 

Allotment  Ledger  (ruler  -  yellov;  unruled  -  5 
yellow  and  white) 

Allotment  Ledger  (copy)  (unruled)  5 

Allotment  Ledger  (unruled)  5 

Allotmexit  Ledger  (unruled)  5 

Allotment  Ledger  Obsolete-5 

Allotment  Ledger  Obsolete-5 
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S'orm  I^!0, 


Functional 
Symbol 


1016-0l)solete  G 

1015-  Obsolete  G 
1015  G 

1016-  A  G 
1016-3  G 
1916-W-Obsolete  G 

1016-  Y-Obsolete  G 

1017-  Obsolete  G 

1017-^Obsolete  G 

1017-B  G 

1017-C  G 

1017-D  G 

1017--E  G 

1017-r  G 

1017-G  G 

1018  G 

1019-  Obsolete  G  and  H 
1019b  G  and  H 

1020-  Obsolete  G  and  H 


Proposed  Retention  Period 
Title  or  Indicated  U'se  in  Years 

Sxpense  Distribution  Ledger  Obsolete-5 

Expense  Distribution  Ledger  (yellcjy-copBr)  Obsolete-5 

Distribution  Ledger  (ruled)  5 

Distribution  Ledger  (unruled)  5 

Distribution  Ledger  (unruled)  5 

Expense  Distribution  Ledger  (unruJled)  Obsolete-5 

Expense ■  Distribution  Ledger  (unruled  -  Obsolete-5 
yellow  copy) 


Register  of 


(for  general  ledger  Obsolete-5 


transactions)  (unruled) 

Register  of  Allotment  Ledger  Transactions  Obsolete-5 
(unruled) 


(for  general  ledger 


1021 


G  and  H 


1022-Obsolete  G  and  H 


Register  of   

transactions)  (unruled) 

Register  of  Allotment  Ledger  Transactions  5 
(unruled) 

Register  of  Vouchers  (green)  (unruled)  5 

Register  of  Encumbrances  (salmon)  (unruled)  5 

Distribution  Register  (unruled)  5 

Journal  Voucher  (unruled)  .Preserve 

Special  Salg^ry  Payment  5 

Account  Current  (line  distribution-large)  5 

Account  Current  -^''^eraorandum  Sheet  (unruled  -  5 
yello-m') 

Account  Current  (line  distribution  -  small)  5 
(ruled) 

Account  Current  (columnar  distribution  -  2  5 
columns)  (ruled) 

Acco-unt  Current  (columnar  distribution  -  8  Obsolete-5 
columns)  (ruled) 
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Porm  ITo. 
1023 

1024 

1025 
1026 
1027 
1028 

1029 

1031 

1032 

1033 


Functioml 
Symbol 


G 

G 

9 
G 
B 


B 


G 


B 


1034a-^bsolete 
1034-Hevised  F 


Proposed  Retention  Period 
litle  or  Indicated  Use  in  Years 

Voucher  Distribution  Card  (original  ^  rhite;  ,3 
copy  -  salmon) 

Schedule  of  Disbursements  (cplumnar  distribution  -  5 
8  columns)  (ruled) 

Schedule  of  Disbursements  (l  distribution  column)  5 

Schedule  of  Collections  (ruled  and  unruled)  5  • 

Requisition  for  Disbursing  5\inds  5 

Government  Requests  for  Transportation  (cover)  Destroy 

after  use  of  T.R. 

No  title  (Tabulation  sheet  for  Standard  5  years  after 

Forms  JTo.  1030  and  1031)  payment  of  T.Rs. 

Government  Request  for  Transportation  5 
(memorandum  -  '-'hite) 

Schedule  of  Disbursements  (unruled,  account-  5 
ing  machine  form,  double) 

U.  S,  Government  Transportation  Identi-       Destroy  after 
fication  Card  (blue)  .  cancellation 


Public  Voucher  for  Purchases  and  Services  To  GAO 
other  than  Personal  (memorandum) 


I035a-Qbsolete 
1035a-  Revised  P 


1036-Obsolete  P 

1035-Revised  P 
1037  A 


1038-Obsolete 
1038-Revised  B 

1038a-0bsolete  B 


Public  Voucher  for  Purchases  and  Services  5 
other  than  Personal  (continuation  sheet  ~ 
menorandum) 

Abstract  of  Agreement  -  Advertising  -  Aivard  Obsolete-5 
Porra 


Statement  and  Certificate  of  A'^ard 


Part  of  contract 


Affidavit  to  be  Jkecuted  by  the  Mother  of  an  10 
Officer  Claiming  Dependency  allowances  under 
the  Act  of  June  10,  1933.  (42  Stat.  625) 


Application  for  Advance  of  Funds  for  Travel  2  years  after 
Ibcpenses  repayment 

Application  for  Advance  of  Ftmds  (retirement  0bsolete'-5 
deduction) 
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Functior.Lal 
Sym-bol 


1039-Obsolete, 
1039-Revis8cL  3 


1040' 
1041 

1042 
1043 


A 

,  A 

G  aiid  H 
C- 


«  1044-OlDsolete 
.  1044-Eev:ised  H 

1045   -  '^  H 

1 046-013801  ete  H 

1045-Hevised    .  H 


1048 

1050 

1051 

1051a 

1052 

1053 

1054a 

1055 


H 


H 


..,A 


1056-Obsolete  I 
1057a       -  ,     .  A 


^itle  or  Indicated. Use 


Proposed' Ret  .ent  ion  Period 
in  Years 


Statement  of  Advances  of  Funds-  for  Travel  5 
ikpenses 

Receipt  for  Ca.sh  Payment  of  Salary  5 

Affidavit  to  "be  Executed  by  Civil  Officers  CTDsolete-5 
of  the  United  States  Upon  Appointment  to  Office 


Schedule  of 


(double)  (ruled) 


•'■'^otice  of  Collection  of  Amounts  Suspended  or 
.Disallo'f'ed  ■  . 


.Schedule  of  Collections. .    .  10 

Summary  of  Collections  5 

Schedule  of  Traasf ers-and.^ Refunds 0"bsolete-5 

SchrediUle  of  ;Tra;BS'fers -.-'.Special  'Deposits  ■  10 

Public  Voucher  for  Refunds  (memorandum  -  5 
yello"");  (^letter  form) 

Public  Voucher  for  Refunds  (memorandum  -  5 
yellow)  (tabular  form) 

Plight  Certificate  and  Schedule  (officers  3 
and  enlisted  men) 

Plight  Certificate  and  Schedule  (enlisted  ...  3 

men): 

United  States  Government  Statement  of  Adver-  5 
.tis.ing.  Rates . 

Advertising  Order  5 

Public  Voucher  Por  Advertising  5 

Application  for  Payment  of  Amounts  Dae  Deceased  5 
05:  Incompetent  Civilian  anployses.  Officers  and 
ihlisted  i^^en  in  the  Hilit^^iTy  Service,  8.nd  Public 
Creditors  of  the  United  St^'tes 


Retirement  Record  Card 


Pay  Vouchor  for  Six  Month' s,-Deslth  Gratuity 
Pay  (memorandum  -  yello*")- 


Obsolete-5 
■5 


23 


Form  No. 


1058a 


Functioml 
Symbol 


1059 

1060 

1061 
1052 


1062a 

1062b 

1063 

1064 
1065 


G  and  H 

G 
G 


1066-Obsolete  C 


1067a  B 


1067c 


1068a 


1068  c 


1069a 


Proposed  Retention  Period 
'Jitle  or  Indicated  Use  ■  in  Years' 

Government  Bill  of  Lading  (memorandvim  copy)  5 
(yellow) 

Government  Sill  of  Lading  (shipping  order-  5 
salmon) 

I'emporary  Receipt  (for  property,  origins,l  B/L  5 
lost) 

Certificate  in  Lieu  of  Lost  Bill  of  la.ding  5 

Government  Bill  of  Lading  -  Extra  Sheet  (Extra  5 
or  continuation  sheet  for  StB,ndard  Forms 
Ko.  1058,  1059,  1060,  and  1061)  (iv'hite,  salmon, 
and  yello!!;^) 

Government  Bill  of  Lading  -  Extra  Sheet  (for  5 
Standard  Form  l^o.  1058a) 

Government  Bill  of  Ls.ding  -  Extra  Sheet  for  5- 
Standard  Form  lo,  1059)  "      ^       .  ^ 

Collecting  and  Dis'aar  sing.  Off  icer' s  or  Agent's  10 
Report  of  ITo  Transactions 

Schedule  of  Disbursements  " .  5 

Summary  Statement  of  Disbursements  3 

U„  S.   Government  Hotor  Fuel's  Tax  Exemption  -  Obsolete-3 
Receipt 

Public  Voucher  for  Transportation  of  Passengers  5 
(memor'andtim  -  yellow) 

Public  Voucher  for  Transportation  of  Passengers    5  . 
(first  and  follow  sheet  for  1067a  -  yelloi^') 

Public  Voucher  for  Transportation  of  Freight  5 
or  Express  (memorandum) 

Public  Voucher  for  Transportation  of  Freight  5 
or  Express  (extra  or  continuation  sheet  for 
Standard  Form  iJo.  1068a) 

Pay  Vouvhep  for  Allowance  for  Living  Quarters,  5 
Heat,  Fuel,  and  Light  (memorandum) 


1070-Obsolete 
1070-'Revised  H 


Schedule  of  Retirement  and  Dis^'bility  Fujid 
Credit 


?A 


'^■ot.m  -Ho, 


F-unctioml 


1071a.-0bsolete  3 
1071a-Eevised 


PropQsed  Retention  Period 
Title  or  Indicated  Use  •  ■    ';  in  Yep.rs, 

Mileage  Voucher  (memorandum)  5 


1072 1>- Obsolete 
1072b-Eevised^  A 


Pay  Roll  for  Personal  Services  ~  Industrial 
(employees  on  per  hour,  day,  '^^eek,  month, 
or  piece-'^'ork  basis)  (memorandum,  brief 
on  back) 


1072c-0bsolete 
1072G-Revised  A 


Pay  Roll  for  Personal  Services  -  Industrial 
(employees  on  per  hour  ,  day,  "^'eek,  month, 
or  piece-'^ork  basis)  (first  and  follo'^ 
sheet  of  memorandum) 


1072e-0bsolete 
1072e-5evised  A 


Fay  Roll  for  Personal  Services  -  Industrial 
■  ( Ibployees  on  •  per '  hour ,  da.y ,  "^eek,  month, 
or  piece-5'ork  basis)  ( short' fonn  -  memoran- 
dum) 


1073b-0bsolete 
1073b-Revised  A 


Pay  Roll  for  Personal  Services,-  Industrial 
(jB&pioyees  on  per  hour,  day,  Vfeek,  month,  or 
piece'Fork  basis)  (memorandum',  '-'brief  on  back) 


1073c-0bsol6te 
1073c-Revised  A 


Pay  Roll  for  Personal  Services  -  Industrial 
'(Snployees  onper  hour,  'day,  "'eek,  month, 
or  piece's'ork  basis)  (first  a,nd  folloxv  sheet 

of- memorandum)         '  /    •   "  . 


1073e- Obsolete 
1073e-Revlsed  A' 


Pay  Roll  for  Personal  Services  -  Industrial 
(Snployees  on  per  hour,  day,  ^^^eek,  month,  or 
■pieceTTork  basis)  (short  form  -  meraorandiam) 


1074-Obsolete 
1074-Revised  A 


Pay  Roll  for  Personal  Services  -  I-'isccll^'neous 
(Sin-oloyees  on  per  hour,  day,,  •^eek,  month,  or 
piecework  basis)  (memorandum,  brief  on  back) 


1074c-0bsolete  • 
1074c-Revised-  A 


Pay  Roll  for  Persona,l  Services  -  Miscellajieous 
(Employees  on  per  hour,  day,  ^eek,  month,  or 
piecework  basis)  (first  and  follo^F  sheet  of 
memorandum) 


1074e- Obsolete 
107-f-e-i^evised  A 


Pay  Roll  for  Personal  Services  r  ^■Miscellaneous 
(Smploj'-ees  on  per  hour,  day,  '"eek,  month,  or  " 
piece^-'ork  basis)  (short  form  -  memorandum) 
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I'unctional 
form.  Ho.     ■      .Symbol  . 

1075  A 

1076  A 

1077-  OTDsolete  H 
and  discontinued 

1078-  Obsolete  I 
1079~0bsolete  I 

1079a-0bsolete  I 


1080a-0bsolete 
10809.-Hevised  G 


lOBOc- Obsolete 
lOBOc-Revised  & 


lOSl-Obsolete 

1081- Revised  H 

1082-  Obsolete  •  I 


1083-  Obsolete  I 

1084-  Obsolete  I 

1085-  Obsolete  A 

lOSe-Obsolete  A 

1087r-0bsolete  I 

1088~0bsolete  I 

1089-Obsolete 

1089-Revised  B 


Proposed  Retention  Period 
Title  or  Indicated  Use  in  Ye^-rs  , 

Pay  Receipt  [loose]  For  Cash  Payment  -  Hot  5 
Transferable  (for  per  diem  employees) 

Special  Per  Diem,  etc..  Payment  (Hot  Trans-  5 
ferable)  (subvoucher) 

Schedule  of  furlough  and  Compensation  -^educ-  Obsolete-1 
tions 


Schedule  of  Vacant  Positions 


Obsolete-1 


Schedule  of  ^acant  Positions  Pilled  by  Obsolete-! 

Authority  of  the  President  of  the  United 

States 

Schedule  Of  Vacant  Positions  Pilled  by  Obsolete-1 
Authority  of  the  President  of  the  United 
States  (first  and  follow  sheet) 


Voucher  for  Adjustments  Bet'-'een  Appropria- 
tions and/ or  Pund  (meraor'^ndum-  -  yello^") 


Voucher  for  Adjustments  ^etveen  Appropria- 
tions a,nd/or  Punds  (memorandum  of  collection 
voucher,  green) 


Schedule  of  Adjustments  .5 

Application  for  Refund  of  Retirement  Obsolete-1 
Deductions 


Application  for  Retirement  Annuity 


Obsolete-1 


Application  for  Retirement  from  the  Obsolete-1 
Civil  Service  on  Account  of  Total  Disability 

Public  Voucher  for  Retirement  Refunds  Obsolete-5 
and/ or  Estate  Claims 

Schedule  of  Retirement  Annuity  Payments  Obsolste-5 
Authorized 


Individual  Service  Record 


Obsol  et  e- Pre  serve 


appointments  or  Obsolete-5 


Register  of 
separation] 


Schedule  of  Advances  of  Punds  for  Tj-^vel 
Expenses,  under  the  Act  of^  
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I'ovm  No. 


Functions,! 


Proposed  Retention  Period 
Title  or  Indicated  Use  in  Years 


1090 

D 

Telephone  Ser^/ ice  Statement 

5 

1091  . 

-D  ■ 

Summary  Statement  of  Telephone  Service 

5 

1092 

G 

Summary  Statement  of  Dis"bursements  and  Collec-      5  . 
tions;  "by  Official  Projects' 

1093 

& 

Schedule  of  Deductions  from  Payment  to  Con- 
tractor 

1094-OiDsolete 
1094-Hevised 

C 

United  States  Government  Tax  Jixemption  Certi-  To  Vendor 
f icate 

1094a~0TDsplete 
1094a-Revised  ' 

C  , 

Cover  of  :U,  S,  Government  Tax  S^:empt ion 
Certificate  (front,,  outside  and  inside; 
'opt  ck     ou  t.  s  "i  f!  p  ) 

5 

109413 

■-  Tabulation  sheet  (insert  for  Standard  Porm 
,,,vSo,  ..1094r-S5Vise(i)     •  ' 

:       ■    g  • - 

1094c 

0 

U,  S,  Government  Tax  Sbcemption  Identi- 

'-■f  ■'ppi'hTri'rt'  CaVv?  .  .'  ' 

Destroy  after 
Cfl  Tif*p]  1  P  t  ion 

1095 

G 

Sumrr.ary  Statement  of  Disbursements  and  Col- 
lections "by  Appropriation  Limitations 

5 

1096 

1  - 
G 

Schedule  of  Voucher  Deductions 

10 

1097       ,  : 

G, 

•Request  for  Corrections  in  Appropriation, 
Fund,  Limitation,  and  Official  Project 
■  Accounts 

5' '  ' 

1098~Revised 

G 

Schedule  of  Canceled  Checks 

.   ,    5  . 

1099 

:  •  • 

' Signature  Card  -    ■   .     ■  ' 

Destroy  after 
Cancellation 

1100 

G 

Notice  of  jSkceptions;  Reply  to'  Ibcception 

5 

1101 

G 

■■    Miscellaneous  Obligation  Reco'rd 

5' 

1102 

G 

Individual  Ifexnings  Record 

5   ,  .  ^ 

1765 

I 

Sheet  1  -  Sligibles  Certified  under  Civil 

3 

1844A-6  parts 


Service  Rules  for  Appointment  from  Register 
Sheet  2  -  Report  on  Certification 
Certificate  of  Eligibles  (Departmental) 
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Form  Wo. 


functional 
Symbol 


1844A-8  parts  I 

1844,  a.b.c.  " 

1844,  d  " 

1890  " 

1890  F.D.  " 

1917  " 

1992a  •■  " 

2002  ■  " 


2280 

2280a 

2280b 

2280c 

2280(e) 

2280(f) 


2324-Obsolete  " 
2374-Obsolete  " 


Proposed  Retention  Period 
■i^itle  or  Indicated  Use  in  Years 

Certificate  of  EL igibles  (Field)  5 

Iq  title  (Certif ic^'te  of  lligibles)  (for 

Post  Office  use) 

(second  sheet  for  1844  a,b,c,) 


Request  for  List  of  ELigibles 


Destroy  after  list 
exhausted 


Request  for  Certification-Original  Appoint-' 
ment 


Letter  of  Inquiry  About  Availability 

No  title  {form  letter  reg^^rding  certification) 

Ho  title  (J^orrns  relating  to  conferment  of 
"Competitive  Status"  or  "nonconf erment" ) 


Record  of  Efficiency 

Civil  Service  Apjplication  (superseded  b.y 
S.r.  57;  also  S.I.   60  -"'hen  authorized  and/ or 
applicable) 


2390  "  fingerprint  Chart 

2413  "         .  Certificate  of  Medical  Shtamination  Preserve 

2453  "  'So  title  (forms  relating  to  conferment  or  " 

2453a  "  nonconf erm.ent  of  "Competitive  Status") 

2453b  " 

2552  "  ,  Ho  title  (form  letter  regarding  certification  " 

^"ithout  Civil  Service  St-^tus) 

2659  "  Ho  title  (form  letter  regarding  confim^tion  " 

•  of  appointment) 

2750  " 

2806  "  Retirement  Record  Card  " 

2806-1  "  Designation  of  Beneficiary 
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rorm  No. 
2807 

2807-1 

2807-2 

2817 

2858 

2865 

2865-la 

28 65-1 b 

2865-lc 

2865-2 

28  65-3 

2857 
2861 
2861a 

2877 

2888 

2894 
2895 
2931 
2933 

2934 


^Functional 
'-■  Symbol 

I 


Title  or  Indicated  Use 


Proposed  Retention  Period  ^ 


in  Ye^rs 


H'egister  of 


2  years 

Preserve 

Preserve 
Preserve 
Preserve 
Preserve 
Preserve 
Preserve 


(appointments  or  separations) 
Register  of  Adjustments 

Annual  Summary  of  Retirement  Pund  'Transactions 

Service  Record  Ca^^d. 

Request  for  Service  Record 

No  title  (first  follo^'-up  for  Form  Ho.  2865) 

JJ'o  title  (second  follo'i^-up  for  Porm  Ho.  2355) 

Ho  title  (third  follow-up  for  Form  Ho.  2865) 

Ho  title  (tr-^nsnitt^l  return  for  Porra  Ho,.  2865 
for  j^dditional  information) 

Ho  title  (form  letter  regarding  retirement 
addressed  to  "'The  Postmaster") 

Ho  title  (form' letter  re:  certification) 

Ho  title  (change  of  -'ddress  -  eertif ic?>tion) 

Ho  title  (change  of  address  post  office  rail- 
'^■^ay  postal  clerk  -  for  certification.  Form 
Letter) 

Authority  for' Physical  Sbcajninat ion 

Application  for  Entry  on  Reemployment  List 
(Form  375  must  be  executed  and  submitted' '»'ith 
this  Form) 

Ho  title  (position  classification  form) 

Ho  title  (position  classif ic^^tion  form) 

Gl.=  ssif ic??tion  Sheet  (used  in  lieu  of  S.F.  50) 

Ho  title  [Form  letter  to  the  Director  of  Census 
for  correct  d^te  of  birth"} 

Statement  of  Reasons  for  Passing  over  a  Veteran's  Preserv^. 
Eligible  and  Selecting  a  Honveteran  (Certi- 
fic^tion  form) 


Preserve 
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Form  lo. 


^Functional 
Sym"bol 


■2948-^0-bsolete  I 

3000  « 

3001  "■ 

3002  " 

3005  " 
3008 

3012  " 

3025  " 

3028  " 

3031  " 

3034  " 

3037  " 


m 


3040 
3042 
3055 
3063 
3090 
3092 
3118 
3151 

3158 

3168 
3170 


?roppsed;:Retention  Period 
Title  or  Indicated  Use  in  Years  • 

Affidavit  as  to  i/iarital  Status  and  MemlDers 
of  Fsjnily 

Death  Claim 

Application  for  Annuity 

Application  for  Retirement  on  Account  of 
Total  Disalaility 

Application  for  Refund  Retirement  Deductions 

Index  Card  of  Beneficiary  - 

Application  for  Service  Credit 

Application  for  Retirement  on  Account 
of  Disability 

Application  for  Service  Credit 

Applicj'tion  for  Retirement  on  Account 
of  Disability 

Application  for  Service  Credit 

Statement  of  Account  of  Overdra'.'^n  Annua,!  5 
and/ or  Sick  Leave 


Ko  title  (Form  Letter 
Ko  title  (Form  Letter 


retirement) 
Retirement) 


ti  It 


II  (1 


II  11 


It  ti 


Ho  title  (Form  letter 
retirement  claim) 


-  -^ejection  of 


JTo  title  (ForEi- letted:  -  notification  of 
approved  retirement  claim.) 

No  title  (Form  letter  -  retirement) 


Preserve 


Preserve 


Preserve 
It 
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.  .  \  ;   :  Functional  .  Proposed  Retention  Period 

Jorm  1^0.   V  Sympol  Title^  or.  Indicated  Use  '    in  Years  "  

•^^"^^  I  title  (Jorc!  letter  -  r-etirement)  Preserve 

3185  "  »      II  n  fi  II  „ 

3190  »i  "      "  "  fi  II 

5194  n  "      tt  li  II        •  ,1 

3200-Obsolete    "  Service  ^ating  Form 

o201-0bsolete  ■      ..  Service  ^a, ting  Form  [  Technical  and  Professional] 

3257a-0bsolete    "  Report  of  Snployment  pnd  Pa^yrolls  in  the 

District  of  Col-umbia 

3257b-0bsolete    "  Report  of  5inployinent  and  Payrolls  Outside 

3257  "  Report  of  Federal  Civilian  FsiTployment  Preserve 

(superseded  Forms  o257a,b,and  3280) 

3257-Obsolete    "  Uo  title  (form  to  accompany  Form  2413  medical 

••  .certificate);  -    .  -.  .  .,  .• 

3280-Obsolete  " 

3311  "  Ho  title  (Investigative  form  letter) 

3329  "  Certificate  Autiior.izing  Cl^issif ication  Preserve 

3329a  "  ■  Certificate  Authorising  -Classification  " 


3329  "  Certificate  Authorizing  Status  Under  Labor 

Regulat  ions 

3358  "  'ih  title  (Form  letter  regarding  variance 

in  form  of  name  used  by  employee)  ■ 

3395  "  Certificate  Authorizing  Classification  (For 

Postmasters  under  the  act  of  June  25,  1938) 

3415  "  Ho  title  (Form  letter  regarding  dete  of  birth) 

3464a,~0bsolete    "  Questionnaire  -  Personnel  Information  Sheet 

for  Hew.  Appointees  (superseded  by  S,  F,  57) 

3464b- Od sole te    "  "Continuation  Sheet  for  Forms  3464  and  3464a" 

(superseded  by  S.F,  58) 

3465a-0bsolete    "  "Instruction  Sheet  for  Form  3454a" 

3471  "  Flection  to  l'fe,ke  Voluntary  Contributions 


11 


31 


Funct ional       _  Proposed  Retention  Pet-iod. 

Form  Ho.  Symbol  '  Title  or  Indicated  Use  in  Years 

3484  I  Reinstatement  (     •  . 

Transfer  (  Certificate  Ho.  0bsolete~5 

Change  in  St°t"as  ( 

3525-^"bsolete    "  HationaJ  Emergency  List  -  Personnel  Informa- 

tion Sheet  (superseded  by  S,  P.  57;  also 
S.P.  60  'vhen  authorized  or  applicable) 

3532  "  Ho  title  (Form  letter  regarding  date  of  birth) 

3533  "  Ho  title  (Porm  letter  regarding  date  of  birth) 

3546  ,  "  .  Ho  title  (Porm  let  teP  iBgar  ding  veteran's 

preference) 

3  568  "  Heport  to  Pederal  -Bureau  of  Investigation  of 

Death  of  Pormer  Stoployee  of  An.mitant 

3571  "  Ho  title  (Porm  letter  of  General  Accounting 

Office  regarding  dual  compensation) 

3596  "  .  Ho  title  (Pox-ra  letter  re*  retirement  voluntary 

contributions  to  Civil  Service  Retirement  and 
Disability  Pund) 

3653  "  Ho  title  (Porm  letter  -  Veter??ns'  preference) 

3696  Recommendation  for  Classification  Under  Obsolete-Preserve 

3.  0.  Ho.  8744 

3750-Obsolete  "  (Changed  to  S.  P.  50) 

3763  .  "  Ho  title  ^  Porm  letter  re*  Investigation) 

3812  '  "  Ho  title  (Porm  letter  re:  investigation) 

3820  "  Certificate  Authorizing  Classification    -  Preserve 

3820a  "  Certificate  Authorizing  Classification  (Ram- 

speck  Act  and  P.  0.  Ho.  8743) 

3821  "  Application  for  Attorney  Positions  (for  attorney 

and  other  legal  positions  under  jurisdiction  of 
the  -^oard  of  Legal  Pxajiiiners) 

3822  "  Law  School  Statement  -  Q,ualif icat ion  of 

Applications  for  Attorney  Positions 

3876a  "  Ho  title  (Transfer  under  '^ar  Manpower  Con-  Preserve 

mission  Directive  Ho,  10  and  P.  0.  Hos. 

9243  and  9063) 
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?orm  xTq. 
o876b 
3876d 
3876e 
3879a 

3894a 

3956 

3362 

3964 
5965 

4093 

4094 
4096 


5\inctiona.l 


Title  or "Indicated  Use 


Symbol   

I  ifo  title  (Transfer  form) 


Proposed  Hetention  Period' 
in  Years 


Ho  title  (Certificate  of  appointee  by  the 
Direct  Recruiting  Service,  United  States 
Civil  Service  Commission) 

iSfo  title  (Certification  form) 

¥.0  title  (conferment  of  "Competitive  Status") 

Ho  title  (Form  letter  -retirement) 

Heport  of  Sxit  Interview,' 

Monthly  report,  of  Ikit  Intervie'^''  .and 
Separations 

..Ho  title  (Eetirenent  fo-qn  Letter;  a  request 
for  inf ormat ion  cceicerning  applicant'  s 
sepa,rat  ion  from  the  service) 

Ho  title  (Perm  letter  regarding  retirement) 

j^^o  title  (Porm  letter  reg^?"^ding  retirement; 
4'  request  for  SG  for  2806) 


Preserve 


Preserve 


Facilitation  forms  to  be  disposed  of  when  related  subject  files  ^re  retired 


